
Telework Application Guide 
(I-2022-##) 

How to Apply for Telework (for Employees) 

Step 1 - Start the Employee Application 
Navigate to ess.dc.gov > Self Service > Personal Information > DC Telework Agreement. You should 

see a form that looks like this: 

 

  



Step 2 – Address Verification 
The form will pull your home address as recorded in PeopleSoft.  Verify your address is correct.  

 

Step 3 – Situational Telework and Flexible Work Schedule 
Complete the remainder of the form, and indicate whether you are requesting situational telework, or 

a flexible work schedule. 

 

Step 4 – Routine Telework and Compressed Options 
Select the days you wish to telework for routine telework by selecting the “Telework (Routine) 

 option from the Telework/Compressed Work Schedule drop down menu, and checking the days you 

wish to telework. 

 

  



Next, select the remainder of your work hours by choosing the appropriate option in the 

Telework/Compressed Work Schedule drop down menu. You can find a description of each drop 

down item to the right of the drop down menu. 

Please note, you will not be able to submit your application if your total hours worked per pay period 

are less than 80 hours. 

 

  



Step 5 – Review Attendance Policy and Required Resources 

Review the attendance policy and resources required. These will vary by agency. 

 

Step 6 – Submit Application 

Click “Submit for Approval.” Your request will be routed to your manager (‘Reports To’ in PeopleSoft). 

Your manager will receive a PDF version of the form and a link to access the approval page. When 

your manager completes their review of your application, you will receive an email informing you 

whether your manager approved or denied your application. 

 

  



Reviewing and Approving Telework (for Managers) 

Step 1 – Check Your Email or Access the Approval Page  

Managers will receive an email from Peoplesoft if a subordinate employee submits a telework 

application. Alternatively, you can check pending applications by accessing the approval page in 

PeopleSoft by going to Manager Self Service > Job and Personal Information > DC Telework Approval. 

 

An example of what the email looks like. 

 

 

 

The approvals page. 

  



Step 2 – Approve or Deny 

Review the employee’s pending telework agreement and select approve or deny as appropriate. 

 

 

Both the manager and employee will receive an approval email: 

 


